Interreg [l Soies® e
Alpine Space

Jems Technical Guidance
Project Partners

Version 3.3 - August 2023




Interreg [l ot men
Alpine Space

This guidance contains key technical information on the operation and use of the joint electronic

monitoring system (Jems) of the Interreg Alpine Space programme (ASP). Reports and costs related

to the work on the ASP contracted projects can exclusively be submitted via Jems (no offline
template accepted). It is therefore highly recommended to read this document carefully before
starting to use Jems. This technical guidance on Jems complements the chapters C. “Contractual

arrangements” and D. “Project implementation” of our programme manual.

This guidance is related to Jems version 7 and may be updated after the release of the next version
of Jems. Keep an eye on the page dedicated to Jems on our website for more information:

https://www.alpine-space.eu/for-project-partners/jems/.

Technical information and system requirements

Jems is a web application, which can be accessed with recent versions of most common browsers
(e.g. Google Chrome, Microsoft Edge, Mozilla Firefox). The functionality of the system follows the

common standards of web applications for entering and submitting data.

The English language is pre-defined and cannot be changed; it is the official language of the ASP.


https://jems.alpine-space.eu/
https://jems.alpine-space.eu/
https://www.alpine-space.eu/for-project-partners/project-lifecycle/
https://www.alpine-space.eu/for-project-partners/jems/
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1. Contracting

From the “Dashboard” select the project for which you would like to fill in the additional required

information and click to open.

literreg - s e

English -
Alpine Space: o e

Dashboard

Welcome JS ASP to the Interreg Alpine Spacel
Notifications

No notfications messages recenved

My applications
memsperpagt. 250 % 1-tafy < >

First Latest re- Programme

Frojectin ATonPm, submission  submission  priority

Specific objective  Status Related call

ASPO400243 Save Pandas in the Alps Isam Ay g s012 Camracted Call - Small-scale projects 2nd cut-off date

W per page. 25w IS < >

Select “Contracting” in the left menu. The lead partner (LP) and project partner (PP) have access

to the following sections:

e Contracts and agreements
e Project managers
e Project reporting schedule

e Partner details

In order to have access to the subsection “Partner details”, the user needs to be assigned to a PP in

the project privileges (for details see chapter on Project Privileges).

Also the LP has to be defined in the project privileges (for details see chapter on Project Privileges).

1.1 Contracts and agreements

This section can be edited by the managing authority (MA), the joint secretariat (JS) and the LP. PP
have view access. The information filled in by the programme (i.e. JS project officer) in the contract

monitoring section is displayed here for the project users.
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Application form (AF) users/project managers with edit or manage rights can also upload documents

in this section:

e either related to contracts (signed contracts) under “Contracts” or

e other project related files under “Project”.

crnmite
Interreg --..-.....-— 8§ Dasnboerd & - Qe
Alpine Space

& Dashioard / Applications / ASPO400243 .. Save Pandas.in the Alps / Contracts and agreements

Contracting
Contracts and agreements

Contracts and agreements

‘This section is ded 1othe

PTG st R (DD, WM YT = Projet 8 it caRLAALED mutALEANY 10D, MW YY)
5.4.2023 E 4.4,2026

Website

Subsidy Contract Partnership Agreement

Sumeiny comrace amenrmen: erery s farce ame {00 4 VYY) Ore erary i foree (00, MM, Y91

4.4.2023 al 19.4.2023

A harmonised fool Attachments @

nis
by Interact

v Contract & supporting documents

@ ereare no fles uploaded. x

Contracts

Broject

The project start date information is automatically transferred from the internal section

“Contracting/Contract monitoring”.

Information on the project website (URL) should be entered here by the LP, whereas the subsidy
contract date information is automatically transferred from the internal section

”Contracting/Contract monitoring”. The pdf of the signed subsidy contract is uploaded by the JS.

The partnership agreement signature date should be entered and the document should be uploaded
by the LP. All uploaded documents will appear in the attachment section “Contract & supporting

documents/Contracts” and are available for download.
1.2 Project managers
This section provides information on project, finance and communication managers of the project.

The information should be filled in by the LP.
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The AF users/project managers with edit or manage rights are allowed to complete this section. By

roject

{3

default partner users have view rights. This settings can be regulated in the section

privileges”.

The project managers are expected to keep the contact information of the people who manage the
project (project managers, finance manager, communication manager) up to date in this section, so

that these can always be contacted easily.

A Dashooard / Applicabons / ASPO400243 - Save Pandas In The Alps ¢ Project managers

Contracting
Project managers

Project managers
Please add contact information for the people who manage the project

Project manager

Title

First name

Last name

E-mail address

-
=Jems
& Farmonised tool
by Internct

Talephone no

| Finance manager

[ @ Discard changes

1.3 Project reporting schedule

In this section, the LP/PP will be able to see the project reporting deadlines. The project reporting
schedule is already setup, as described in programme manual D.7 “Project reporting” and in the

subsidy contract.

Under Jems, finance reports are labelled as “Only finance” and progress reports as “Both” for a full
project report. These categories only apply to project reports, partner reports always include a

financial and content reporting.

Defined reporting deadlines are displayed in the project time plan.
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Project time plan

The project time plan always shows the time plan coming from the last approved AF, section Cé. In
the project time plan the reporting deadlines are displayed, corresponding to the period indicated
in the project reporting deadlines planner. The project reporting deadlines planner is completed in

advance by the JS project officer (PO).

# Dashboard / Appications /. ASPMO0243 - Save Pandas n the Alps | Project reportng schedule:

Contracting
Project reporting schedule

Project reporting deadlines. o]

defined. For she peria, in port covers

st 00, WL s o o oM e
20230405 202040 3

1| By coraart -Gy Finance. Ils«m‘ 5

2 [ Booyceme  @ooyrone | Bilbsan | e o .

soems o
| BESERD B h

Perio 1 Prriad 2 Periad 3 Perind 4 Ater Ena

1.4 Partner details

Every partner has its own dedicated partner page in the “contracting” section, in order to keep its

own data up to date. This section is connected to the “Project privileges” section. Unless project

users are added with view rights to that partner, they will not see other partners’ details.
In this section the project LP/PP should provide the following information per PP:
e Ultimate Beneficial Owner(s)

e Bank details

e Location of documents

Ultimate beneficial owner(s)

This section is not relevant for public partner institutions. However, in line with the CPR (Common

Provision Regulation), private partner organisation(s) should - if applicable (e.g. in case of SME etc.)
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- provide information on the ultimate beneficial owner(s) of their organisation. The fields required

by the regulation are: first name, last name, date of birth, VAT/tax identifier.

Bank details

Every LP/PP has a section to keep its bank details up to date.

The programme’s MA will only be able to initialise ERDF payments to the LP if the bank details are
provided correctly and in the requested level of detail. The same is valid to all EU partners: the LP
will only manage to forward the respective ERDF share to the partner without any delay, if the bank
details of the single partners are indicated. Partners are reminded to keep this section up to date

before partner reports are submitted.

#t Dashboard / Applications / ASP0400243 - Save Pandas inthe Alps / Partner details

Contracting

Partner specific section (LP1 Krompir)

Ultimate Beneficial Owner(s)

+ Add beneficial owner

Bank details of lead partner

Account details

Holder of the account

Account number

+Jems iman

A harmonised tool
by Interact

Swift/BIC code

Internal reference nr.

Bank details

Name of the bank
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Location of documents

Information on the location of documents should be provided by the LP/PP. Partner organisations
have to keep the location of documents up to date. They are required to indicate where original

documents are stored and shall use this space to fulfil this requirement.

A Project overview { # Dashboard / Applications / ASP0400243 - Save Pandas in the Alps / Partner details

l - _______________________________________________________________|
Location of documents

Title

First name

Lastname

Email address

Telephone no

?- J e m s Institution name

A harmeonised tool
by Interact

Street

House number

Postal code

City

2 Project privileges

The “Project privileges” section enables multiple users to collaborate together in a project.

10
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It allows the lead applicant (LA)/LP to manage the access rights of users to a project application and

to an approved project.

For approved projects and once assigned by the respective national body, the section also displays

the control institution of a PP.

Project privileges are restricted to the level of a specific project - each project is an “isolated

island”. A user who collaborates in many projects, can have distinct privileges in different projects.

2.1 Access to project privileges section

”

From the “Dashboard” select the project for which you would like to access the “Project privileges

section and click to open.

r

lnterreg e 5
Dashboard English ¥
> 2]

Dashboard

Welcome JS ASP to the Interreg Alpine Spacel!

Notifications
o natifications messages receved.

My applications

First Latest re- Programme

Specifi i Stat Related call
submission  submission  priority boerifc clfection A e

Projectit Acronym

ASPO400243 Sawe Pandas in the Alps !,5“5‘1 2022 fjm"‘ W5 gy s012 Contracted Call - Small-scale projects 2nd cut-off date

turme per page. 28 1-tot1

Select “Project privileges” in the left menu.

11
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2.2 Prerequisites

Upon creation of a project, the LA has manage access rights to the project application.
As from project status “Approved” the project privileges on partner level appear.

The updating of LA users to LP users as well as the assignment of users to PP should be done before

the project is set to status “Contracted”. This gives PP users access to their own dedicated part of

the Contracting and Reporting sections of the project.

2.3 Project privileges - application phase
The LA user is granted manage access rights upon creation of the project application.
To add an additional user click on “+”. Different access rights can be granted:

e manage - allows to assign/remove users from the project application
e edit - allows writing access to the AF

e view - allows read access to the AF

A Dashioard / Applications / ASPO40243 - Save Pandas in the Alps / Project privileges

Application form ASP0400243 - Save Pandas in the Alps

Project privileges

A\ Usersworking at the same time in the same page may lead ta unexpected lass of data {users overwrite other users content) apr

Application Form users / Project managers

* jems wemame.

[s@alpine-space.eu | @ view edit i ] 1 1
* jers wernare
interreg@alpine space.eu | @ view edt @3 manage | |
[a—
komar@salzburg at @ view edit manage | [ ]

12
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Point of attention: Having users working at the same time in the same page may lead to unexpected
loss of data (users might overwrite other users content). Please make sure that a project application

is properly reviewed before submission.

To remove a user, click on the trash bin icon. There must be minimum one user with manage rights.

Changes of privileges will only enter into force when the user(s) logout and login again.

Again, project privileges are restricted to the level of a specific project - each project is an isolated

island. A user that is collaborator in many projects, can have distinct privileges in different projects.

An assigned user can view the access rights.

2.4 Project privileges - implementation phase

Project privileges on partner level only appear once the project status is set to “Approved”.
The project privileges are split into:

e access rights on project level

e access rights on partner level

Privileges on project level

During the contracting phase the access rights on project level should be handed over from the LA
to the LP. The LP user should be consistent with the LP contact person as defined in the AF section
B.1.5.

To add an additional user, click on “+”. Different access rights can be granted:

e manage - allows to assign/remove users on project and partner level.
e edit - allows writing access to on project level (e.g. AF, Contracting, Project report)

e view - allows read access to the AF

Having users working at the same time in the same page may lead to unexpected loss of data (users
might overwrite other users content). Please make sure a project application or report is properly

reviewed before submission.

13
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 Dashboard / Applications / ASPDA00242 - Save Pandas in the Alps / Project privileges

Application form ASP0400243 - Save Pandas in the Alps

Project privileges

A vsersw — : o

Application Form users/ Project managers

* jerm semame
[s@aipine-space eu | @ view / edr | € manage | L]
* Jere isemane
interreg@alpine-space eu [(@view | Zedit 0 manage | ]
* pes isemame
et USSR o ek | gy marige | L

To remove a user, click on the trash bin icon. There must be minimum one user with manage rights.

Upon successful assignment, the user will see the respective project in his Dashboard.

Privileges on partner level

During the contracting phase the access rights on partner level should be defined by the LP. To add
a user, click on “+”. Different access rights can be granted:
e edit - allows writing access on partner level

e view - allows read access on partner level

14
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& Dashboard 7 Applications J ASPOZ002A3 - Save Pandas in the Alps J Project privilages

Application form ASP0400243 - Save Pandas in the Alps

Project privileges

At may lead 0

Application Farm users / Project managerst

Balpnespice ¢ © ven 7 e | g manage ']

¥ e
krompirgaelenjava eu (@ vien _Zeac » O sansiive ata | |

S e zemame
jsbolko@sadnje eu [Tovew e | » Ooercive cata L ]

To remove a user, click on the trash bin icon.

The assignment of a user gives access to its own partner report as well as to its own part of “Partner

details” in the contracting section (for details see: Jems Guidance on Contracting)

During the contracting phase control institutions are assigned to a PP by the national assigning body.
When a control institution is assigned the name of the controller organisation will automatically show

up instead of “No control institution assigned”.

3 Project modifications

As a first step, the LP should send an e-mail to inform the JS PO that the project requests a project

modification.

The JS PO will provide the LP with the modification requirements and will guide the LP through the
modification process. Once the modification request was accepted by the JS, the project
modification in Jems will be launched and a new editable version of the AF will be available for the

LP to revise information.

The different versions of the AF can be accessed from the left menu. The editable version is marked

with a pencil icon.

15
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3.1 Start modification procedure in Jems

Once the JS has accepted the request for project modification and started the process in Jems, the

project will appear with status “In modification”.

A new, editable version of the project AF will be available for the LP in order to update information
(all LP users with “edit” rights can modify the AF and submit it).

Please also consult chapter D.6 “Project changes” of the programme manual for more details on the

different types of project changes.

Project overview

Project overview

Status] on fince 26 07. 2023)

Project ID and acronym

|
Applicant name
Project name

Programme priority P2 - Carbon neutral and resource sensitive Alpine region

To switch to the current valid AF or earlier versions unfold the project versions in the left menu and

select the AF version of your interest.

3.2 Deactivation of partners

As soon as approved, partners or associated organisations can no longer be removed from a project
application. If a partner exits the partnership, it shall be deactivated. New partners can still be

added to the project.

When the project is in modification status, the LP can go to the partner or associated organisations

overview page and click on “Deactivate partner”.

16
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Partners overview
b peipege 28w -2 ¢ 3
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heme parprge: 250 = 12y {

The partner section of a deactivated partner can still be edited by LPs while the project is in

modification status. This allows e.g. to change the description or budget of a deactivated partner.

If the LP wants to disable all user access rights of a withdrawing partner, this needs to be done in

the “Project privileges” section.
New partners can still be added to the project.

3.3 Priority and programme specific objective

The priority and programme specific objective of a contracted project cannot be changed.

Project duration
Project duration (nr_of manths) Defautt period length in months Number of parioas G)
36 : / 6 — 6

Programme priority

Existing activities, deliverables, investments, outputs or results cannot be removed, but can be
deactivated.
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Co-funded by
the European Union

To deactivate, click on the red icon on the right and save the changes. NOTE: when de-activating an

activity, all deliverables under the activity are also deactivated. New activities or new deliverables

can still be added.

[
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Dedveratie i Deineratir descrpnon Delnvery paviod
Tewrwwy o Frmrs svTee
Qo1 B Period 1, mosen 1- 6 1 o
Peawmwme et e i s
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™
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Dieburanien
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(3] e Peried 2 mareh 7-12 T ®
|

The same applies to outputs and results.

18
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3.4 Budget

Please consider:

e flat rate options for existing partners cannot be changed

o flat rate options can only be selected for newly added partners

The budget of deactivated partners can be still edited.

3.5 Submission of the revised AF

Go to “Check & Submit” in the left menu.

In order to be able to submit the revised AF, you need to run the pre-

submission checks first.

Issues found will be listed and need to be solved. Only once the pre-

submission check was passed, the submission button will turn active.

Upon re-submission the project moves to status “Modification

submitted”.

19
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Project overview

Modification submitted

Status: updated on 26.06.2023)

Project ID and acronym
Applicant name
Project name  Project for testing Jems functionalities
Programme priority |
Specific objective

In case needed, the JS will reopen the modified AF for further revisions. Upon reopening, no new AF

version is generated, but the revised one reopened.

3.6 Finalizing a project modification

After the decision by the concerned programme body, the JS sets the status

of the modification request to “approved” or “rejected” in Jems.

In case of approval, the revised AF gets the latest approved AF version. In

case of rejection, the rejected AF version remains in the project history.

The different AF versions are accessible through the left menu.

4  Partner reports

Latest approved version
& V.30

Past history
X V.40
© v.20

V.10

The Jems partner report section is available for approved projects with the status “Contracted”.

Users with the project privilege “edit” for a dedicated partner organisation are able to create/edit

and submit partner reports. This chapter explains the steps to be taken so to complete the sections

of the partner report.

Newly created partner reports take data from the last approved version of the AF. If modifications

of the AF occur in between two reports, the information provided in past reports will remain static

and changes will be taken into account only in the future reports.

20
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4.1 Access to the partner report section

When a partner user has been assigned with edit rights of its partner organisation within the project

privileges overview, it can create partner reports within its own dedicated section.

From the “Dashboard” select the project for which you would like to fill in the partner report and

click to open.

Interreg [l Be Dashboard Englizn -9 6
Alpine Space

Dasnboard

Welcome JS ASP to the Interreg Alpine Spacel

Notifications
Ko notifications messages receved

My applications

v atest re. Programme
Projectin Acronym First Lagest re gt Sperific objective  Status Related call
submission  submission  priority

ASPO400243 Save Pandas in the Alps Isam Ay g 5012 Contracted Call - Small-scale projects 2nd cut-off date

Prerequisites
In order to have access to the reporting section, the project needs to be at least set to the status

“Contracted”.

Select “Reporting” in the left menu to get to the reports of the dedicated PP.

Catimseany
Interreg - e B8 Dashboard
Alpine Space
—
_ Project overview 1 M Dashboard / Applications / ASP0400243 - Save Pandas in the Alps

Application form ASP0400243 - Save Pandas in the Alps

Project overview

Project overview

Project ID and acronym  ASP0400243 - Save Pandas in the Alps

Applicant name ]

Project name

Programme priority  P1 - Climate resilient and green Alpine region

The user has access to the partner reports of the partner institution according to the settings in

the “Project privileges”. For example, to have access to PP2 reports, the user needs to be added to

PP2 with view/edit rights.

21
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In order to fulfil the LP tasks and do the reporting on project level, the LP should have view access

to the partner reports of all PP.

Please carefully check the settings for access to General Data Protection Regulation (GDPR) sensitive

data in the “Project privileges”.

Application Form users / Project managers(D

LP1 Krompir Test

# Jems usemame

% Project privileges Ealpmespaceteu [@view [ Fedt | ai oSenEitivedata (]

* Jems usemame

=Jems SR [@ven /eic| @@ Osensiovesaa

-

A harmonised tool

Following the assignment of a control institution to a partner, the controller will have view access to

submitted partner reports.

If a project modification (i.e. new version of the AF) is approved, modified items will only be shown
in the partner report(s) created after approval of the modification, but not in partner reports which

are in draft or submitted status at the time of approval of the modification.

4.2 Create a partner report

Select the PP from the left menu and click to open the partner specific reporting section.
To create a partner report, click on “+ Add Partner Report”.
Only users with “edit” privilege can create a partner report.

Consider that the last approved AF version at the moment of creation is the reference basis for the

partner report. Ongoing modifications will have no impact on the data in existing reports.

The partner report is created and automatically numbered R.1 (ID in ascending order R.1, R.2, R.3,
etc). The partner report ID does not reflect the reporting period. There are no restrictions for the
number of reports created. Be reminded that only the last report (if it is a draft) can be deleted from

the overview.

22
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Similar as for the AF partner list, the partner reporting section also indicates which PP has been
deactivated through a project modification (i.e. in case of partner withdrawal). Partner reports can

still be created by deactivated PP.

# Project overview _ # Dashboard / Applications / ASPD_
Reporting

Partner reports

LP1

+ Add Partner Report

The partner report is divided in different sections accessible through tabs at the top:

e Report identification
e Work plan progress

e Public procurements
e List of expenditures

e Contributions

e Report annexes

e Report export

e Financial overview

e Submit

Partner report R.1
PP4AVIER

stas O Oralt.

Report identification Work plan progress Pubic Ustof < » Report annexes Report export Financial oveniew Submic

A1 Pariner progress report identification
et 0 snd scroerm
Partner report 10 1Y
Partner reportstacus ) Dralt -~ D submites  =e YT Controlongoing = (@ Certified
Partner number 9
Name of the VUNE
Name of the organisation in English  Assocanon

[PPSR W,

To go back to the partner report overview, click on the PP under “Partner reports” in the left menu.
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The partner report overview provides information on the partner report ID, the current status (Draft
- Submitted - Control ongoing - Certified), the reporting period (once selected in the “Report
identification”), the date of report creation and the date when the report was submitted for the first
time.

4.3 |dentification

Creating a partner report will lead you automatically to the first tab called “partner progress report

identification”.

Key information is taken from the AF version valid at the moment of the partner report creation. The

AF version to which the partner report is linked is displayed in the partner reports overview section.
The partner report status is indicated.

The partner report should be linked to a reporting period (drop down menu).

The reporting period start and end dates should be defined.

Please proceed as follows:

e 1: Enter the starting date of the period, i.e. the first day of the first month of the reporting
period this report is going to be linked to.

e 2: Enter the end date of the period, i.e. the last day of the last month of the reporting period
this report is going to be linked to.

e 3: Select the corresponding period number (e.g. ‘Period 1, month 1 - 6’).
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Partner report R.1
Lrt

Status ( Draft

Beper identficanion Work plan pragress Public Listaf © Report annexes Meport expart Financial cveruew Submit

Partner progress report identification

Project D and scronym  ASPO.
partner repart i L1
Parnerreportstates. 3 Dealt — = Submited — 3T Contelonguing —+ @& Cerified
Parmer number  LF1
Name of the arganisation in ariginal language 17
‘Mame of the organisatian in snglish 1
Legal status Fualic
Type of partver  Loca! public sutherity
Fartner VAT for dties  Na

Co-financing source and rate  EADF 75.00%

Country  Skvenija (=)
Lacal currency [according 1o infarEure] - EUR
AF Version linked 1.0

Reporting perind scart date (DO MM. YY) m Regorsing pericd =nd Sate (B0 MM, YYYY) n

Reperting pericd

summary of partner's work in reporting penod

Pizase describe your progress T iz reporting dencd and how tis Coatabutes to other partners’ sctvaies outputs end
ceiverables delivered in This repoeTing pericd.

A summary description on the partner achievements in the reporting period should be provided.
Describe your progress in this reporting period and how this contributed to other partner’s activities,
outputs and deliverables in this reporting period. The information will not only be used by the LP for
drafting the project report but also by the controllers for verifying the expenditure related to these

activities. Please consider any remarks/recommendations provided by the LP.

Summary of partner's work in reporting period

Please describe your progress in this reporting period and how this contributes to other partners' activities, outputs and
deliverables delivered in this reporting period.

Enter text here

If applicable, describe and justify any problems and deviations including delays from the work plan

presented in the AF and the solutions found.
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Partner problems and deviations

If applicable, please describe and justify any problems and deviations including delays from the work plan presented in the
application form and the solutions found.

Enter text here

The partner spending profile gives an overview on the spending targets and reported expenditure.
Deviations can be explained in the textbox below the overview table. A forecast on the expected

spending in the next reporting period should be filled in.
A forecast on the expected spending in the next reporting period can be filled in.

The information in the column “Current report” is automatically updated upon submission of the

partner report.

Partner spending profile

1 apglicatle pl s ary deviations i e Speeeling prelibe compased 1o 1h indicated it Apglatan

Information on the involvement of target groups should be described. The listed target groups are

based on the target groups specification in the last approved AF.

Save changes before moving on to the next section.

4.4 Work plan progress

The second tab “work plan progress” takes the work plan related data from the last approved AF,

organised per work packages.

Describe your contribution to each work package during the reporting period. Click on the work
package to unfold it for reporting on activities, deliverables and outputs under this WP. To fold the

detailed view again, click on the work package or the “*” icon in the top right corner.
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Partner report R.1
LP1

Status () Draft

Report identification Work plan progress Public procurements List of expenditures Contributions Report annexes Report export Financial overview Submit
——

A5 Work plan progress

Work package 1 v

First, the partner’s contribution to the work package in the reporting period should be described.

Then information on the progress of an activity should be provided.

The information will be used by both: the controller and the LP. For the controller it is relevant for
verifying the expenses related to these activities. The LP will use the information provided in all the
partner reports to prepare the project report. Please consider any remarks/recommendations of the
LP.

Pt indcate how you conlsibuted (o prajec scliviliesin this rpoting ot s chavss delivesbls sid aupuls you contitaled Lo,

g i it e 10 it i e fin embess) ey s in (s teoeteg pesiod. |Bis minmesio i requites in raject g o |pbambans by pegse! paiess s possils oo b ity level
Activity hir hetivity fitle PFrogress Althchments
Callection o s distrision chain of FUG EnbecRes: s (3 )

a1 [ 2 [ chesse deep analysistit &

Anlysis of patierns snd rends Emerien i

a12 hA

CGutput Nr Outpnt title Cantribyticn Artachmonts
Comarehensive sectorial carbon detabase 6 ( )

613 = & [ caban.. L

Decarbenation of cheese distribulion chains kit

8
© oisant changes
e 2 & 4: Describe your contribution to each activity during the reporting period.
e 3 & 5: Any relevant supporting document can be uploaded under attachments. Please upload
any deliverable produced when implementing or contributing to project activities. In case

multiple files should be uploaded per item, it is recommended to upload a .zip or .rar file.

6: Tick the box if you contributed to the output.

e 7: Add an attachment demonstrating your contribution to the output.

8: Save changes before moving on to the next section.
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Point of attention: In order to avoid excessive or unnecessary content reporting, PP should only
describe and add attachments to activities/deliverables/outputs they directly contributed to or

they are responsible for. Only the final version of documents should be reported.

4.5 Public procurement

The “Public procurements” section is where a partner should fill in information on project-related

procurements.

Partners have to report on each new public procurement and update it in later reports. Any

procurement can be directly linked to expenditures in the section list of expenditures.

Point of attention: Regardless in which report a procurement is added, it will show up in all following

partner reports. The procurement can only be deleted and edited in the report where it was created.

Beneficial owners, sub-contractors and attachments can still be added in following reports.

The section has an “+ Add procurement” button which opens a new procurement part for filling in

details, and an overview list with details of the procurements already created (see below).

The section with procurement details has the following fields (see below). Fields marked with an “*”

are obligatory. A procurement item can only be saved once all obligatory fields are filled in.

Upon creation/saving of a procurement item the procurement is in edit mode (“Edit procurement”)

and details can be filled in or updated. Editing is not possible after submission of the report.

L4 1, 2, 3, & 7: F]u in the ContraCt Report identification Work plan progress Public procurements List of expendituras Contributiol
]nformat]on . Add Procurement
e 4: Enter the type of procurement, a
i.e. supply, service or works. T contract name defined nere can shan ce slected n tn it of expenditures £ nk sxpenditure ems o nis cantract
e 5 & 6: Fill in the contract amount e 1
sm ma. 2
Contract Date (DD. MM. YYYY) 3 E
Contract Type 4
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excluding VAT and select the ° =
currency. — 7
e 8: Add the VAT number of the -
supplier. Rt g
e 9: Add any relevant further
information. o 9 @
e 10: Confirm the new procurement
and keep on scrolling down. 10

The contract name is then used in the “List of Expenditures”. It is therefore important that the

partner provides a distinct name, so that the procurement can be easily identified in the LoE.

Click on the arrow to go back to the procurement overview.

(©) Edit Procurement

]

The contract name defined here can then be sedected in the list of expenditures o link expenditure flems 5o this contract

e
Service contract

Faane seiect n taireniy
25 900,00 EUR

Following the creation/saving of the procurement item, an overview list with details of the

procurements becomes available on the general page of the “Public procurements” section.

In order to delete a procurement item, click on the “trash bin” icon in the overview table. The
procurement item can only be deleted and edited in the report where it was created as long as the
report is in “draft” status. The information under which report the procurement was created is

displayed in the overview table as well as in the detailed view.

Click on the procurement item in the overview table to get to the detail view.
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e
Gl leanee ks Tl -
Punhc procurements
- &
A s i R— powm 1o - [ET—— e i o =
3 B30 S 1548 - STELY EUe ail L ]

For public procurement above the EU thresholds, the following fields are mandatory:

Beneficial owner(s) of the contractor

‘ (&) Mo beneficial cwnars

= Add beneficial owner

Subcontract(s)

I@Ku

+ Add subcontractor

Attachment(s)

‘ (i) Trere are no files uploaded.

X Upinad file l

GDPR Attachment(s)

[ ]

@ Trere are no files uploaded. x |

In order to fill in the respective information click on “+ Add beneficial owner” to get to the detailed
view. Fields marked with an “*” are obligatory. A beneficial owner item can only be saved once the

obligatory field (VAT number) was filled in.

Beneficial owner(s) of the contractor

Date of birth VAT Numbe Delete

Fist neme. Last narme Date of birth (DD.MM.YYYY) 0 VAT Number i
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A subcontract item can only be saved once the obligatory fields (marked with an “*”) are filled in.

Subcontract(s)

No subcontractors X

+ Add subcontractor

Subcontract(s)

Attachments can be uploaded under the procurement section. Uploaded files can be further

described (use the pencil item to add a description), downloaded or removed.

Attachment(s)

There are no files uploaded. X

2, Upload file

GDPR Attachments - Access to documents that fall under the General Data Protection Regulation
should be restricted and thus uploaded in the GDPR attachments section. Only a user with edit
rights and the privilege GDPR sensitive data set to active in the “Project privileges” section can
upload documents. A project user without privilege to view sensitive data cannot download a file in
this section and can also not see the file name and description. However, the controller of the partner

as well as the MA/JS have access based on their role.

GDPR Attachment(s)

() Sensitive data is hidden to non-privileged users

(@) Tnere are nofiles uploaded. X

2, Upload file

In case of amendment(s) to the contract, the amended contract(s) should be uploaded in the
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attachment section of the procurement concerned in a subsequent draft partner report. In case
needed, the information on the ultimate beneficial owner(s) of the contractor and information on

subcontract(s) can be edited.

4.6 List of expenditures

The list of expenditure (LoE) section is the place where partners list incurred costs. When first coming
to this section, it looks as below. By clicking on “+Add expenditure”, the PP can add expenditure

items one by one.

Partner report R.1
LP1 ]

status (3 Draft

List of expenditures

Currencies and conversion rates are taken from Infor€uro, pean C 's offi l rates are pdated unti 1 the Partner Report s first submitted for
verification. if your Local currency s EUR, your expenditure shall be reported in EUR only.

+Jems [ s penne |

A harmonised tool

Only the expenditures reimbursed on a real cost basis shall be added to this section. The expenditure
reimbursed on a flat rate basis will be automatically calculated and added in the section “Financial
overview” of the partner report once the expenditure to which the flat rate applies to is added to

the list of expenditures.

Important: All invoices, proofs of payment and other supporting documents required for the
reimbursement of expenditures on a real costs shall be transmitted to the controller via Jems. Please

consult chapter B.3 of the programme manual concerning the audit trail requirements per cost

category.

E.g. for the reimbursement of staff costs on a real cost basis by using the fixed percentage method,
the PP must create one expenditure item per staff member assigned to the project for the
reporting period in question, fill in the relevant fields and add as attachments the employment
contract, the assignment to the project activities and pay slips and/or documents of equivalent

probative value.
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Partner report R.2
PP4 VIER

status (O Draft

Report identification Work plan progress Public List of [ Report annexes Report export Financial overview Submit

List of expenditures
Currencies and conversion rates are taken from InforEuro, the European Commission's official monthly accounting rates. The monhly rates are automatically updated untl the month when the Partner Report is first submitted for verification. If your Local currency is EUR,
your expenditure shall be reported in EUR only.

Intern.
I @ Costeategory Investment no. Contract name e oo, lvoice no, Invoice date Dateof payment  Description @ comment @ Total

a ) §

When adding an expenditure item (+ add expenditure), the cost categories options from the AF are

showed (see screenshot below).

e Cost category - This field links the cost item to a cost category. Cost categories as available
in the AF budget can be selected here. The field is marked with an “*” to highlight that it is
an obligatory field. An expenditure item can only be saved once all obligatory fields are filled
in.

e Internal reference no. - This input field can be used to identify the expenditure.

e Invoice no. - This input field can be used to identify the expenditure.

e Invoice date - Use the date picker to fill in the invoice date (where applicable).

e Date of payment - Use the date picker to fill in the payment date.

e Description - Detailed description of the expenditure item should be provided.

e Comment - A comment on the expenditure item can be added.

e Total invoice value - The total invoice value (including VAT) should be filled in.

e Declared amount - It is the value the partner claims as basis for reimbursement, i.e. this
amount will be checked by the controller for eligibility.

e Attachments - Upon creation of an expenditure item it is not yet possible to add attachments.
Once the expenditure item has been saved for the first time, one file can be uploaded to
each item. In case multiple files need to be uploaded to one cost item, it is recommended

to upload a .zip or .rar file.
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Report identification Work plan progreas Ligt of expenditures Pubdic procurements Contribotions Report annexes Reportexport Financial overview Subm

List of expenditures

Currencies and conversion rates are taken from InforEuro, the Ewopean Commission's official monthly accounting rates. The monthly rtes are automatically updated undd the month when the Pariner Report is Arst submitted fo
verificetion. It your Local currency is EUR, your expenditure shall be regerted in EUR oaly,

1l

Intermal 3 R y
13] ° Cost categary Procurement Imvoice nio Invoice date Date of payment I_1escr|;|.|:r.n Comment n

referencea no

R1.1 1 Equipment - Aherdofin. - 123123 123123 1242023 [ 1342023 [0 Rare species of Innovative cows for dec

R2. [ Swffcosts - NiA 371521 1242023 B 1342028 [

H1.E 1 Travel and accomm... = MN/A - 213213 13213 1242023 B 1342023 [ Milking obsenvation on pilol site n*3

R4 ] FExtemal awpertizea, - NeA - 312 312 1az02a 1342073 (5 Fiupert cheese tester services

A7 0 _; oasy select @ Bu... Hm - C - o] o o} Q 1n
s et 4 = — S = U

+ &dd expenditure ]

© oiscard changes |8 SV Shiniijes:

1: Click on “+ Add expenditure”.

2: By ticking this box (GDPR flag), the expenditure details are defined as sensitive in regard
of data privacy and access to the expenditure item and related descriptions as well as
attachments that fall under the General Data Protection Regulation (GDPR) is restricted. If

considered to be sensitive data, only users with the appropriate project privilege will be able

to see the information on the expenditure. The view of other users on expenditures marked
sensitive will be limited to the cost category and the amount.Only a user with edit rights and
the privilege GDPR sensitive data set to active in the “Project privileges” section can flag
expenditure items as GDPR sensitive. By GDPR flagging of an expenditure item other project
users without sensitive data privilege active will not be able to see the fields marked with
the GDPR icon “!” (i.e. “Description”, “Comment” and “Attachment”). However, the
national controller of the partner as well as well as the JS/MA have access based on their

role.

3: Select the relevant cost category for the expenditure. In case of any doubts, please consult

chapter B.3 of the programme manual.

4: If this expenditure corresponds to a purchase made through a public procurement
procedure, select the relevant contract name. To do so please enter first the relevant

information for all public procurements under the next tab “Public procurements”. Contract

names will then be available for selection in the list of expenditure.
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e 5,6, 7 & 8: Fill in the information on reference and invoice numbers and the dates of invoice

and payment.

e 9: Enter a short description to help identifying the expenditure and providing a first

information on the project relevance.

e 10: Adding a comment could be a helpful way to give further information on expenditure

items that are not self-explaining.

List of expenditures

Currencles and conversion rates are taken from Infor€uro, the European Commission's official monthly accounting rates. The monthly rates are sutomatically updated until the month when the Partner Report is first submitted for

verification. If your Local currency s EUR, your expenditure shall be reported in EUR only.

R~

EUR =

EUR -

Wi
w

R~

- GDPR
© 0 Comment @

l + add expenditure

14

1 200000

1 2000

153

1 s0000 &L

1S3

15

e 11, 12, 13 & 14: Detail the financial information of the expenditure. Do not forget to

insert the “declared amount”. A controller can only certify what has been declared!

e 15: Attach the supporting document(s) related to the expenditure item. Please be aware

that only one document can be uploaded. Therefore several supporting documents per

cost item shall be collected in one file and uploaded as a zip-file.

Declared amount in

0,00

Attachments

Declared amount in
EUR

0,00

Attachments

& Qe ¢E|

e 16: You can save and remove expenditure any time before the submission of the partner

report.

Once a file was uploaded, the related expenditure item can’t be deleted anymore. After the

attachment has been removed, the expenditure can be deleted again.

ID - The expenditure item identification number is a running number; it reflects the partner report
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number. The ID is dynamic in draft status (reports created have seamless consecutive numbering,
even if a report is deleted), however it will be frozen upon submission of the report. It is therefore
always traceable to which partner report an expenditure item is linked. The ID will be used later on

to identify cost items coming from another (previous) partner report.

Parked expenditure items

In case further clarification is needed, a controller can “park”, i.e. put on hold, an expenditure item
for final verification in a later partner report. This allows to still finalize the control work and to

issue the control certificate.

In case a controller parked some expenditure items in a previous partner report, they show up in the

parked expenditure section of the list of expenditure.

Report identification Work plan progress Public procurements List of expenditures Contributions Report annexes Reportex >

List of expenditures

Currencies and CoMersion rates are taken from lnforEuro, the Eurcpean Commission's official momhdy accounting races. The monthly rates are automatically updated until the
MEAth wiven the Partrier Report is first subenitted for verfication. i your Loca! currency s EUR. your expendnure shall be reported in EUR ondy

Internal
Cost category Investment no. Procurement trvolce no. Invoice ¢

Unit costs and Lumg
o
0 om: referonce no.

RI7Z1 [ NA - Equipment - ni - Procureme. » .
»
l + add expenditure
Parked expenditures
) 0 uw"':f”“ ANGLUTE  con category trvestment no. Procurement Internal reference no.  Irvoice no. Actions
s |1 K . " " [ 3]
Ra4 UC equipment Equipment A N/A (W |

A PP can decide to either re-include the item in the current partner report by clicking the re-inclusion

icon, to keep it for a later partner report or delete the expenditure item.

When the item gets re-included, it will get included in the list of expenditure. The entire item is

editable for changes by the partner except for:

e The cost item ID is “frozen” and is therefore recognizable (the first number indicates from

which report the item came initially and the second the item number).

e The exchange rate and currency. These are “frozen” as this item has already been submitted

for control.
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4.7 Contributions

The “Contributions” section is the place where the partner should report on the actual received
partner contributions. This is a cumulative section, which records amounts received per reporting
period and adds them up in next partner reports. This section has only to be filled in by those partners

benefitting from external financial contributions to their budget.

Point of attention: This section has only to be filled in by those partners benefitting from external
financial contributions to their budget. It is therefore disconnected from the financial overview
tables.

Partner report R.1

Report identification Work plan progress List of expenditures Public procurements Contributions Report annexes Financial overview Submit

Follow-up of partner contribution received by partner

In this section, pariners organisations are expected 1o list the partner contributions as they incur in reality (amounts received by partner)
Partner organisations are advised to navigate to the financial overview to see the breakdown of the total reported amount per contribution source.

Namwe of org sation -
Legal status Amount in AF Previously reported Current report Total reported 5o far  Attachments
Source of contribution

_ Public 0,00 0,00 0,00 [T A
Fondo di bl 38.52340 0,00 0,00 0,00 5 A
<+

Sub-total pudlic

contribution 0.00 0.00 000 0.00

Sub-total automatic

Al 2 J L

bl Gontribistion 38.523,40 0,00 0,00 000

Sub-total private

T 0,00 0,00 000 0,00

Total 38.52340 0,00 0,00 000

The section is prefilled with the information on sources of partner contribution provided in the AF
valid at the moment of creation of the partner report. The first row shows the partner organisation’s

own contribution (similar as in the AF).

A partner can also add contributions by clicking the “+” button, which will add a row, allowing to
indicate new contributions received that were not mentioned in the AF (without going through a
project modification). If the contributions are changed due to a project modification, the changes
will apply to newly created reports after the approval of the modification. Previously reported

amounts will of course still show up in the existing rows.

Please proceed as follows:
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e 1: Fill in the financial contributions to the project during the reporting period in question.
For external financial contributions, the co-financing contract and the proof on the receipt
of payment shall be attached. Please consider: For each contribution row only one
attachment file can be uploaded. If more files should be uploaded it is recommended to
upload a .zip or .rar file.

e  2: Add as many contributions as there are contributors. Financial contributions not initially
foreseen in the application shall be filled in too.

e 3: Save and move on to the next step.

To remove a contribution item, click on the “trash bin” icon. Deletion is only possible before

submission of the partner report.

Point of attention: When a new partner report is created, it shall take into account values of all
previously submitted reports at that moment. Therefore, if you want to have the correct amounts in
the “Previously reported* and in the “Total reported so far” column, make sure that all previous

partner reports are submitted before opening a new report.

4.8 Annexes

In the report annexes section all files uploaded in the different sub-sections of the partner report

are shown.

Additional files can also be uploaded here (by clicking on “Upload file”). Since it is not always possible
to add descriptions to files in the dedicated sections, users with edit right are allowed to add

descriptions to all files in this section by clicking on the pencil.

Partner report R.1

Report identification Work plan progress Uist of expenditures Public procuremnents Contributions Report annexes Financial overview Subenit

Report annexes

v| Partnesreport R

There are no files uploaded, X

Work plan progress.

2, Upload file

List of expenditures

Public procurements

Contributions
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Files uploaded in this section can be deleted here, other files can only be deleted in the section

where they were uploaded.

The tree structure represents the different sections within that partner report having an upload

function. Select a sub section (e.g. “Work plan progress”) to see files uploaded under this sub section.

Partner report R.1

Report identification Work plon progress Listof Public i Report annexes Financial overview Submit

Report annexes

v PartnerreportR.1 File name Location Uplood date User File size Description Actions
Work plan progress Descrntion
List of expenditures TEST attachmentdocx  Partner Report 23.03202513:34 pp@jems.eu Wi .| & 0
Public ents

procen
Contributions
e per oge; 25 11063
A, Upload file

4.9 Report export

Please pay attention that this functionality is not available at the moment, therefore in case you will

export the partner report, a blank document will appear.

When this option will be implemented, an export plugin can be selected (PDF or Excel for the budget

overview tables). Since the programme language is English, no other language options are available.

Report identification Work plan progress Public procurements List of expenditures Contributions Report annexes Report export

Report exports

¥ Export Pragin -

Eregisn

]

trgen
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4.10 Financial overview

The partner report financial overview section comes with three different financial overview tables.
You can review the summary of the information you provided and, if needed, make modifications in

the relevant section.

The amounts included in the tables represent the aggregation of data from partner reports previously
submitted, by the date the current partner report was created. Beware that only the last partner
report created has the most recent aggregated data. Note: A report for a new reporting period should

be created only once reports on earlier periods are no longer in “draft” status.

All amounts shown in the overview tables are automatically converted into Euro. A partner with
expenditures in another currency than Euro has to be aware that exchange rates are updated monthly
and fixed upon first submission of the partner report. Therefore, the values might change in draft

reports.

The financial overview tables show how the partner is proceeding in terms of spending. The amounts
included in the tables represent the aggregated data from all partner reports submitted, by the date

when the current partner report was created.

Beware that only the last partner report created has the most recent aggregated data (only data of
reports submitted at the moment of creating a new report are taken over)! A report for a new
reporting period should be created only once reports on earlier periods are no longer

in “draft” status.

Partner Expenditure - summary (in Euro)

This overview table shows the partner budget (approved in the AF, previously reported, current
report, previously paid) divided per fund and contribution type (public/private/automatic public). It

also shows some calculations using figures from the table.

For partner contribution, as the information bubble explains, the split per partner contribution is
calculated horizontally, using the figures from the table and from the AF, namely “AF share of

contribution” / “AF partner eligible budget® * “Total current report“, rounded down to whole cents.

Previously reported column: sums up amounts from partner reports previously submitted, but also

the partner’s share in the preparation lump sum.
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Remaining budget column: indicates the difference between “Total reported so far” and “Partner
total eligible” from the AF. This value can become negative in case the reported expenditures exceed
the budget in the approved AF.

Previously paid column: When a payment (regular or a lump sum) is made, the amounts paid by the
programme will be added to this column. Amounts are added up in the partner report created after

the payment was confirmed in the system.

Partner report R.1
LP1

Status 0 Draft

Report identification Work plan progress Public pr List ol i Contributions Repart annexes Repart expart Financial sverview Submit

Financial overview

The amounts Induded In tables below reprasent the zggragarion of data from all pastner reports submimed, £y the date when tha CUrrent parmar repart was creared
Beware that anly the 1t partner report created has the mast Up-To-date aggregared dara fin case partner reparts wers not submirted In the same order they were craated)!

Partner Expenditure - surmmary {in Eura)

Partner tolal Praviaush Remaining (] Previausl
e reviausty(3) Cutkent repart Total repartad so far o af tatal maining (7) evlously (@) oushy paid @D
eliglie bueget reparted Budget vaildated
0,00
ERDF 9539062 Pk gi00 3251 003% 9535781 0,00 0.00
® 000
PPartrier contribution ERRELEL) paked 0.00 054 003 % 3178554 6,00 LY
0,00
L3 of which Punilc conwibutian 3179638 Garkisd 00 1023 003% 31.785,95 0,00 A
s of which Automatc public i 0,00 1 6 b . ik
contribution paeked 0,00 reareluded 0.0 | 4 o
. . 0,00 000
Ly of which Private contrisution 000 parkedaon .00 0.00 00 A
0.00
Total 127.187.50 paked 0,00 4375 003 % 127.143.75 0,00 0.00

Partner Expenditure - breakdown per cost category (in Euro)

This table shows the partner budget (approved in the AF, previously reported and current report) split
per cost category. The table works in a similar way as the other tables with similar columns. There
are however a few unique elements that are important to note in regard to the simplified cost

options:

e Flat rates: are calculated in the overview table on the totals declared in the current report.
Therefore, there is less rounding difference in relation to flat rates, as they are calculated
on top of total sums and not on top of each individual cost item, directly in the list of
expenditure.

e Lump sum: is always show up in a separate row and never added up to a specific cost

category. Flat rates are not calculated on top of the lump sums.
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Partner Expenditure  Breakdown per cost category (in Lure)
qur St vty i ol e —_ Conen uper Tt o s far olwd enaneg bud x S——]
[e— at s Prisrcikvny r I ruprs dreported s b 4l und n o b Precsrasty vakitisd
aen
St o 1 2033000 i 70 % 034320 oo
o
i s sttt mw Az e 18 e s cra
aca
Tiawe nd sccovmocaan ws 203500 Fates t0 a7 a3 2z oo
Cereri saperies s reces LRt a0 aam 0 s oo
00 =00 ) oo
nm a0 000 oo
a0 ka0 ac0 o0 oon
Tatal AERAERE e D-’;? o a3 oesw 12704575 [

Partnier P - Eneakidenr fier s {in Fusres)
Imscmen ™ i bt s Wl el
" a0y =/ oo 350 o0
et i R S e 5w 0

Partner Expenditure - breakdown per lump sum (in Euro)

Lump sums, if used in the project, are displayed in this separate table. It compares the lump sum as

approved in the AF with the ones actually reported.
This table is hidden when no lump sums are used in the project.

Partner Expenditure - breakdown per Lump sum (in Euro)

Partner total

Lurmp sum Lo Previously repartod Current repart Tota reported so far %ol tofal Remaining budget Préviously paid
reparation end 1750000 17.500,00 0,00 17.500,00 10000 % 000 000
contracting costs

Total 17.500,00 1750000 0,00 1750000 10000 % 0,00 0,00

4.11 Submission

In this section the partner report can be submitted. After submission, the partner report is frozen

and the control work can be started.

Status (} Draft

Report identification Wark glan progress Public pr List of Cantributions Report annexes Report expart Financisl overview Submit

Submit
ou are about 1o officlally submic your Partner report: LPT RA 503 - Parmer repart BT

Make sure To SUDIMET YoUur partner Feport in tme as agreed with the Lead Partner. Please be awsre that after submession, your report will be avallacke for the conmodler and changes to the panmer repart are no longer possiole.

[
() Al make sures that the coriracting secion & up-te-ate Befol e you submil,

Run pre-submission check = Tt partr

Final steps before submission:
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e 1: Click on ‘run pre-submission check’ to automatically check if you forgot to fill in any
necessary fields before submitting the report. The submission button turns active only once
the partner report has successfully passed the pre-submission check.

e 2: Submit the partner report. The partner report is now available for the controller to check.
Once submitted, the status of the report changes, which is shown in the report identification tab.

Besides the submission of the report, a general warning is given to partners that they are reminded
to make sure that the contracting section is up to date. This is to make sure that the bank details

and other information in the contracting section and the dedicated partner pages stay up to date.

LP1 City of Sun

Partner report R.1

Fepart isennfcation Wark plan progress List of sipenditises Fublic pocarements Camributions fepact annetes Fanancial gvennew St

Pariner progress report identification
Praject 10 and wcrodsym
Fariner mepant I
Parmer epor stans
annes numbes 7
Hame of the arcanisarion & original langusage
Harne of the nrganisanion in englsh
Legal stans. Publc
Type of parner

Cofinancing source and rate  ERDF B.00%

Coumry
Lacal cumency {accaridng m inforfura) Mot founa

During the controller’s check of the partner report, a controller may contact the PP in order to get
further information or clarification on the provided report and the related expenditure. Controllers

have also the possibility to re-open the partner report if it needs to be amended.

4.12 Re-open a partner report

If needed, the controller or JS can re-open the partner report for adjustments.

Reporting

Partner reports

PP4AVIER

1 Parter reportwas celuued succesilhy

iemctusberd in A wprsion

it R
i project repact ot pars

n [ m—— =0 mpas  gyee g se e

No data is cleared from the report and all is editable, with the following exceptions in the list of

expenditure:
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e expenditure item ID, currency and exchange rates are frozen from the initial report
e no expenditure item can be deleted (but can be edited)

e no new expenditure item can be added (in order to avoid exchange rate issues)

Parked expenditure list is visible and any item from it can be deleted or added to the reopened

partner report.

Procurements created in the current partner report can be further edited; for procurements created
in earlier partner reports only new additions of beneficial owners/subcontractors/attachments is

allowed.

Previous uploads are displayed and can be changed, except in the partner report annexes tab, where

user can only add new ones.

Creation of a new draft partner report is locked while last partner report is in status “Reopened”.

5 Project report

Project reports are built upon the data imported form the latest approved version of the AF (ongoing
modifications will have no impact on the data in existing reports) and previous project reports with
the status “verified”. The LP has the responsibility to complete one project report for each reporting

period.

5.1 Project report identification

To access the project report section, click on “reporting” and then “project report” (1). Then click

on “+ Add Project Report” to generate a new project report.

M Dashboard / Applications } INTE100184 - Cheeseflps | Progect raports

Reporting
Project reports

Project reports

4 Add Project Report
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When the “+Add Project Report” button is clicked, The “Create project report” form pops up and
further entry fields appear.

Please proceed as follows:

e 1: Enter the starting date of the period, i.e. the first day of the first month of the reporting
period this report is going to be linked to (the project start date for the first reporting
period).

e 2: Enter the end date of the period, i.e. the last day of the last month of the reporting period
this report is going to be linked to.

e 3: Select the corresponding period number (e.g. ‘Period 1, month 1 - 6’). The type of project
report and reporting date will automatically be selected according to the project reporting
schedule (defined in the contracting section). For more information on the type of project
report please consult chapter D.7 of the programme manual (classic projects will have to
provide alternately finance and both reports, whereas small scale project will have to provide
both reports in any case).

e 4: Confirm the entries by ticking “Create”.

W Dashiboard / Applications / INTB1D0194 - CheeseAlps / Project reports / Craate project roport

Create project report
Project progress report identification 1 2
Reparting period start date (DD.MM.YYYY) ] Reporting periad end date {DD.MMYYYY) 2]

3 Type of partner report
% E w '

estuie forracting)

= Link 1o reporing scneiie fc
2, Period 2 month 712

Reportiny i petiod

Peparting sty
Period 2, month 7 - 12 5.4.2024

€) Discard changes
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The reporting date is pre-filled in and is coherent with the deadline for the submission of the project
report as fixed in the subsidy contract.

With creating the report, the first tab “Project progress report identification” pops up and further
entry fields appear. The project report identification tab is dynamic, in a sense that it responds to
the project report type and to what is in the last approved AF.

First, a summary of the achievements shall be provided:

A Dasnboard / Applications / INTB100194 - CheeseAlps / Project reports / Project report PRS

Highlights of main achievements

and understandable for non-specialists

Overview of Project outputs and result overview
Programme Result Indicator 1.1 RCR104: Solutions taken up or up-scaled by organisations
Programme Result Indicator: Measurement Unit Basaline Target Value Previously Reportod Current Report Total Reported So Far
1.1 RCR104: Solutions taken up or up-scaled by organisations s 3 0,00 1,00 0,00 0.00
Programme Output Indicator: = .
100 000 000
Outpur O1.1: Enterprises supported (of which: micro, smad,
Outpue 1. of enterprises. 100 0,00 0,00 000
Programme Output Indicators not linked to a Programme Result Indicator
Programme Output Indicators not linked to a Programme Result ok Baseline Target Value Previously Reported Current Report Total Reported So Far
ndicator 000 2,00 000 000
2 Output not linked o a Programme Output Indicator 200 .00 0,00
Output 1.1 Comprehensive sectorial carbon database 100 000 000 000
Output 2.1: knowledge-hub 1,00 0,00 0,00 0,00

v

e 1: Enter the highlights of main achievements of the project over the reporting period

according to the instructions.

Then, an overview of project outputs and results is tabled. The information automatically displayed
is based on the AF (target value), previously submitted reports (previous) and the information

provided in the tab “work plan progress”. In addition, an overview on the partner spending profile is
provided.

The Outputs and Results indicator table is hidden entirely in case the project report has the type

“Finance”.

Furthermore, information on any problems and deviations encountered and the involvement of target

groups shall be provided.
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2 & 3: If applicable, describe any
Partner problems and deviations
If applicable, please describe and justify any problems and deviations including delays from the work plan presented in the problems and deviations from the

application form and the solution found.

2 work plan and spending targets as
indicated in the AF.

If applicable, please any deviations in the spending profile compared to the amounts indicated in the application form.

3 e 4: Describe for each single
target group how it was involved
Target groups in the project implementation
In the table below, you will see a list of the target groups you indicated in the application form. Please explain for each
target group in what way and to what extent they were involved in your project in this reporting period. of the report.ing per.iod in
Target Group Description of the target group involvement question .

4
(4)

General public Enter text here

Interest groups including NGOs Enter text here

5.2 Work plan progress

In the tab ”"work plan progress” project managers shall describe the progress on work package level
including the project specific objective and communication objective, activities, deliverables and

outputs.

Point of attention: The tab “work plan progress” is included in project reports of the type “both”,

but not in project reports of the type “finance”.

When the first project report is created, the status fields of the project specific objective, the
communication objective or the activities are empty. If a prior submitted project report exists, the
status fields of a newly created report are pre-filled with the status selected for the respective
objective or activity in the latest submitted project report (namely the submitted report with the

highest report number, not latest by date of submission).
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Please proceed as follows:
# Dashboard / Applications / INT8100194 - CheeseAlps / Projectreports / Project report PR.S
Project report identification Work plan progress Project results & Horizontal prin... List of partner certificates Project report annexes Financial overview Report exports Submit

Work plan progress
Work package 1 -

(] This work package is completed I

What is the progress towards the objectives in this work package as defined in the application form? Status should be
cumulative

Project specific objective

Projectspacic ajectve 2

Create a tool to assess the carbon footprint of the distribution channels for cheeses with a controlled designation of origin. Biatics

3

e 1: If relevant, tick the box to mark this work package as completed. If ticked, there will be

Explanations

no need to report about the progress made in the implementation of this work package in
future reports.

e 2: Select the advancement status of the project specific objective among the options “Fully
achieved”, ”Partly achieved” and ”Not achieved”. If you select “Fully achieved”, there will
be no need to report on the status in future reports.

e 3: Describe the progress in the achievement of the project specific objective during the

reporting period.

Communication objective

Communicanon oojecve |

NGO's consortium Free the cows Status

5

Explanations

Progress

Please describe the progress in this reporting period and explain how the partners were involved (who did what).

6

Enter text here

e 4: Select the advancement status of the communication objective among the options “Fully
achieved”, ”Partly achieved” and ”Not achieved”. If you select “Fully achieved”, there will
no need to report further in future reports.

e 5: Describe the progress in the achievement of the communication objective during the

reporting period.
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e 6: Describe the overall progress in the implementation of the work package over the reporting

period, including the contributions of the partners.

The field below has to be disregarded.

WP description and responsipilities

1.1

Mot applicanle, please do nor report anyThing in This fisld X

——

Point of attention: Even if a work package was confirmed “completed” in a previous report, status

or data can be revised. Then the label changes to “new changes after completion.”

For deliverables and outputs, there is also a nhumber field available to fill in how much was achieved
in this reporting period. In this field, the LP can fill in a positive or negative number. Negative

numbers could be used to correct achievements wrongfully reported in previous project reports.

For each activity, deliverable and output a separate section with input fields to describe the progress

in the reporting period follows.
Please proceed as follows:

e 1: Select the advancement status of the activity among the options “Fully achieved”, ”Partly
achieved” and ”Not achieved”. If you select “Fully achieved”, there will no need to report
further in future reports.

e 2: Describe the contributions of all partners involved in this activity and the collective
achievement.

e 3: Please ignore this field as it is not applicable to the ASP.

e 4: Describe the progress made towards the achievement of the deliverable in this period.

e 5: Add in attachment the deliverable or any document relevant for the verification of the
work done. Please consider that only one attachment can be uploaded and collect all relevant
documents in a .zip or .rar file.

e Repeat these steps for every work package, save, and move on to the next section.
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# Dashboard / Applications / INT8100194 - CheeseAlps / Projectreports / Projectreport PRS
Activities

Please indicate progress made in each activity and deliverable.

A 1.1 Collection of data distribution chain of PDO cheeses

A12 Analysis of patterns and trends

Activity trie

Analysis of patterns and trends

Star period

Pericd 3, month 13- 18

£na perind
Period 4, month 19 - 24

Describe how vou contributed to the progress made in this activity

Status

Attachment: 1,

D 1.2.1 Analysis of patterns and trends

Detwerable title

Threndy cheeses

Achleved Intnis reparting period
Delivery period

Progress in this report

Cumulztive value

C
o)

Attachment: T,

Please also inform about the achievements made with regard to the project output(s) and describe

the progress in this period.

Outputs

Piease indicare progress made in each objective.

0171 Alpine Space Greening Strategy exposed by the Circular Economy Best Practices's coliected

Cups e
Alpins Space Greening Straregy exposed by the Circular Economy Sest Pracoces's collected

Preggreeens vutgen wedaton Mussremert Ut

2 Jointly deveioped solurions solutions
Disivery Preriod Tarkrt vk Aetiesedin
Perind 1, month 1 -9 1,00

I Progressin this period

Labels for completed in this report/in prior report

If for a project specific objective, a communication objective or an activity the status “Completed

in this report” is selected, a label is added to the respective item.
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©@ Project specific objective _

Froject specific objective Status

investigation phase Fully achieved

Explanations

When the next project report is created, all items marked with “Fully achieved” in the previous
submitted Project report receive a label with the wording “Completed in prior report. No changes.“

and all information provided will be automatically pre-filled in the following report.

@ Project specific objective Completed in prior report. No changes.

Project specific objective Status

investigation phase Fully achieved

Explanations

0/ 2000 characters

This label shall ensure that the LP and the MA/JS are aware that the respective project specific
objective, communication objective or activity was already previously completed and no changes
were made. If the LP changes the status or revises data in a text or number field underneath the

respective item, the label changes to “New changes after completion.”

@ Project specific objective New changes after completion.

Project specific objective Status

investigation phase Fully achieved

Explanations

Something more happend in this period.

For activities, the label is changed to “New changes after completion.”, if either there are changes

within the activity or any deliverable underneath the activity.
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The same logic applies to the overall work package completion. If a work package was ticked as
completed in a prior report, the label “Completed in prior report. No changes.” is shown at the top

of the work package.

e

@ Work package 2 Completed in prior report. No changes.

This work package is completed.

If the LP changes any status, textbox or number field within the work package, the label changes to

“New changes after completion.”.

Work plan progress

@ Work package 1 New changes after completion.

This work package is completed.

5.3 Project results & horizontal principles

The LP shall describe the progress on planned results by inserting what was achieved in this reporting

period.

Results are cumulative, meaning that if a report is submitted and another report created, the values
from the previous report are added to the cumulative values. The cumulative value achieved is

calculated as the sum of all the figures reported in all project reports with the status submitted.

# Umrooard / AnoAcations ¢ WTBIGOISE - Chessedlps ¢ oysctrepnrs § Project Ieper £

e 1: Enter the value of the

Priojoct resuits
result(s) achieved in this "_“""__'
reporting period. [ aian i
e 2: Add a description of the s . 1
achieved progress. T T
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For horizontal principles there is a table to report on the contribution for each of the three criteria.
The type of contribution is pre-defined from the latest approved AF and cannot be changed. There
is a text field to describe the contribution made in the respective reporting period.

e 3: Describe the impact of the project for each horizontal principle, if it ever does.

Haorizontal principles

s milicabe seevch sype af coresibiniion e heieantal pri e pplms in g an iy youe chaee

Ctoperation iriveris Tyie o zosarizeninn Déscripoan of canmisuan

3

S e b

Squal JepenLnTes 2nd o
serimination

5.4 List of partner certificates

In this tab, all partner certificates of the project are listed. A certificate can only be included in one

project report. Once ticked, the certificate is unavailable in other project reports.

The LP shall carefully check which partner certificates to be included in the project report, thereby
determining the payment amount for each reporting period. Partner certificates that have already

been included in another project report are shown in the list of partner certificates in grey colour.

A Dashboard / Applications / 1A-00001 - Sun isfun / Projectreports / Project report PR.3
Project report PR.3

Project report identification Work plan progress Project results & Horizontal prin... List of partner certificates

List of partner certificates

In this section you can find all partner certificates of this project. Please exclude the partner certificates you would not
want to include in this project report. A partner report can only be included once. Once ticked, the certificate is unavailable
in other reports.

Included in project Amount certificate

Partner Partner Report Date of certificate Fopart i Euro)

PP2 R 26.06.2023 12:20 PR.3 15.000,00

PP3 R.2 26.06.2023 12:12 PR.3 108,00

LP1 R.4 16.06.2023 14:28 PR.3 0,00
Temis per page.

a: 25 w ~30f3
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Upon creation of a new project report, all available partner certificates, which are not yet included
in any other project report, are included in the newly created project report. If a certificate shall

be excluded in this project report, the respective partner certificate needs to be unticked.

If the control work of a partner report is finished and the report certified when a project report is
already created, it is added to the list of partner certificates unticked and can be manually included

in the project report by ticking the tick box in the first row of the table.

List of partner certificates

In this section you can find all partner certificates of this project. Please exclude the partner certificates you would not
want to include in this project report. A partner report can only be included once. Once ticked, the certificate is unavailable
in other reports.

Included in project  Amount certificate

Partner Partner Report Date of certificate report (in Euro)
D LP1 R2 26.06.2023 12:28 58.400,00 Not included in any PR_
B PP3 R 26.06.2023 12:27 PR4 1.800,00 |ncluded in this PR.
PP2 R 26.06.2023 12:20 PR3 15.000,00 Partner certificates
included in another
PP3 R.2 26.06.2023 12:12 PR3 108,00 w
Project report.
LP1 R4 16.06.2023 14:28 PR3 0,00
ltemsperpage: 25 ¥ 1-50f5 < >

If a new project report (of the type “finance” or “both”) is created, while another project report is
still in the status draft, all unticked (available) partner certificates will be automatically included in

the newly created project report.

The overview provides also information in which report a certificate is included. If the project report

number in the partner overview is ticked, you will be automatically directly to the report.
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5.5 Project report annexes

Similar as to partner reports, this section shows all files uploaded in the project report. The tree
structure represents the places within that report where files can be uploaded. All uploads from all

sections are shown in this list.

A Tashtosrd J Appleaong ¢ INTA300063 - TEST aftar Aindilze NOTF / Proect rapons / PoRcrepon PR30
Project report PR30

Prejectreport & Wankpi s X List of partmer corificates Broject repor sanexss Fasoca) ovenien Repor axports Suwmir

Project repart annexes
v Pojscrepon PRI Fleeame  iscaten

Ve clan progress

Project resuizs & horzontal srinciotes PR, Juzaranz
S wwew 71 BN ez

Files can be uploaded in the central place or in the content report related tabs (work plan progress
and project results & horizontal principles). Therefore if a finance report is created you will not see

the tree structure but files can be uploaded on the general project report entry.

Project managers have the possibility to upload additional files linked to the project report here (by

clicking the “upload file” button).

Since it is not always possible to add descriptions to files in the dedicated sections, users with edit

right are also allowed to add descriptions to all files in this section.

Files uploaded in this section can be deleted here, other files can only be deleted in the section

where they were uploaded.

5.6 Financial overview

This tab offers an overview of the aggregated financial data per cost category, as well as the ERDF

co-financing.

The financial overview tables show how the project is proceeding in terms of spending. The amounts
included in the tables represent the aggregation of data from all project reports submitted by the

date when the current project report was created.
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Project Expenditure - summary (in Euro)

This section shows the project budget - approved in AF, previously reported, current report,
previously paid - divided per fund and contribution type (public/private/automatic public) and also

shows some calculations using figures from the table.

Project expenditure - summary (in Euro}

Currenrogore

P

i|% 8 8 & B

Previously reported column: Sums up amounts from project reports previously submitted, but also

the lump sum on project preparation (if relevant).

Remaining budget: This column indicates the difference between Total reported so far and Partner
total eligible budget from the AF. This value can become negative in case the reported expenditures

exceed the budget in approved AF.

Previously paid column: When a (regular or fast track lump sum) payment is made, the amounts
related to funds paid by the programme will be added to this column, in the next created report

after payment is confirmed in the system.

Project Expenditure - breakdown per cost category (in Euro)

This table shows the project budget as approved in AF, the previously reported and the currently
reported expenditure per cost category. The table behaves quite similar as the other tables with

similar columns.
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Project Expenditure - breakdown per Lump sum (in Euro)

{3

Fast track lump sums (as the project preparation lump sum) are displayed in the “Previously

reported” column. Therefore, at the end, this table shows which lump sums are approved in AF and

which are already reported. This table is hidden when no lump sums are used in the project.

Project expenditure - Summary of deducted items by control - Current report

This table sums up all deductions carried out by controllers per partner and type of error. These

values are not cumulative but only relate to the certificates included in this report.

5.7 Submission

In this section the project report can be submitted. The pre-submission check has to be run to verify

if any necessary fields have been inserted before submitting the report.

Submit

You are about to officially submit your Project report 7.

Make sure to submit your Project report in time as agreed with the programme. Please be aware that after submission, your report will
be available for the Programme and changes to the Project report are no longer possible.

{ G) Also make sure that the contracting section is up-to-date before you submit.

Run pre-submission check [ > Submit project report

After submission, the project report will be checked by the JS and the MA. The status of the project

report changes from “Draft” to “Submitted”.

Project progress report identification

Project ID and acronym  INT8100194 - CheeseAlps
Project reportid PR.6
Project report status () Draft — > Submitted — Y= Verified —

=
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6 Notifications

The latest version of Jems allows the users to get a notification from an event, happened in Jems to

its allocated projects (project status change/partner report/project report).

When an event for which a notification was configured occurs, the notification is shown in the

“Dashboard/Notifications section”.

’. ’ B8 pastboacd Englisn - 986
Dashboard

Welcome |S ASP to the Interreg Alpine Space!

Notifications
No notifications messages recelved,

You can also receive notification directly by e-mail (the e-mail you are registered in Jems). In order

to activate this option, you have to tick the box under the User profile:

’ o o {ole]
Welcome JS ASP to the Interreg Alpine Space! Englisn - 96

My applications 1 usar

Jsialpine-space.eu (applicant user)

L . . . out (>
Then the box “send notifications automatically to my email” can be confirmg o

End
[ —

Molilications
B serd nouficsens autematizaly te my emell
Fassword

[e—

7 Shared folder

This section is a file sharing section, accessible to partner users (respective privilege needs to be
granted via project privileges), controllers and JS/MA. This section can be used to upload, edit a file
description and download documents all along the project lifecycle, especially during contracting

and control.
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B Shared folder

=Jems

harm tool
/ Inter

Shared folder

In this section programme and applicants can request or clarify anything related to the project by sharing documents with
descriptions. Only programme users can delete files from this section.

.'l\ttachments(D
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